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Welcome!

As a new user to the ESF 8 Portal, we want to extend a welcome and a commitment to
you that your user experience and satisfaction with the applications are very important
to us.

We are constantly looking for ways to improve, and if you encounter any problems or
errors, or if you have suggestions for improvement, we want to hear about them. You
can contact us in several ways:

1. The “Contact Us” button in the upper right hand
portion of each application has instructions and
live links to email or phone us. Welcome! 1508

9 @

Help Log Out

d-in as: Henry J. Yennie
2. You can always send an email to Henry Yennie,
the application manager, at henry.yennie@la.gov

We are constantly adding to our library of help documents and webinars, in addition to
improving the help in each application. You can get started by going to the following site
and downloading some content:

ESF 8 Portal Documentation and Webinars

You can view content from this site or you can download it for review later. Some of the
material in the documents will be included in this document, so some of it may look
familiar. A good comprehensive document is the “MasterGuide-2013-v1” document.

This document contains valuable tips on what types of Position Titles need to be
associated with Persons at your facility, how to ensure that each Person has the right
contact information, and others.

As a new user, please pay particular attention to the sections that deal with your account
and contact information. It is important to get this information correct so that you can be

certain to receive the notifications targeted for you.

Please do not hesitate to ask for help or training. Our goal is to make sure that these
applications allow you to do your business in the most efficient manner possible.
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Accessing the Portal

You can access the portal at https://esf8.dhh.la.gov/esf8portal. You can also access it
through the DHH main page (www.dhh.la.gov) and the LHA main page
(www.lhaonline.org).

We recommend that you use the DHH site as the starting point as that link will always be
current.

DEPARTMENT OF HEALTH & HOSPITALS

BTATE OF

X
HEMTH http://new.dhh.louisiana.gov/
HEALTH FINDER  CONTACT  ABOUT DHH ' SITE MAP  DOCUMENTS
FOR FAMILIES &
CHILDREN
FOR HEALTH CARE
PROVIDERS
FOR RURAL
COMMUNITIES
< Louisiana
R e TN / Kids' Dashboard
FOR MUNICIPALITIES &
LOCAL OFFICIALS
FOR STUDENTS &
RESEARCHERS Office of Behavioral Health
OB Is a newly-created office that combines the Department's mental
ACCESS TO LOCAL hoalth and addictve dmorder sorvices. OBH was established to
SERVICES Incroase efficioncy, enhance service signenent and IMrove service
dolivary. OBH soeks 1o incroase access to the most completo and
appropriate care for individuals with both mental iiness and one or
DHH Offices more additive deorder
Aging and Adult
Services
Bayou He
fyou Heesh DEPARTMENT OF
Behavioral Health HEALTH
AND HOSPITALS
Gtizens With .
Developmenta
Disabintios Portal Llnk
Modicaid
Public Health
Secretary
Fight the Flu LA
March of Dimes President Commends DHH and Louisiana Hospitals
Noghbormnood Place for their Efforts to Improve Birth Outcomes in Louisiana
DHH Cinics Kicking the Habit - Northeast Louisiana
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Terms of Use

The terms of use are simple:

1. Don'’t use the production site to “play in”. The production site is meant for real
data and real events and significant drills. If you want to practice sending
messages, creating events, etc., use the QA site at
https://esf8ga.dhh.la.gov/esf8portal. Contact us for information about accessing
this training site.

2. Berespectful of others and use discretion with the Messaging tools. The
Messaging module is a very powerful tool, and it should be used with forethought.
The primary caution is to use any telephone delivery method with care. Make
sure that the use of this delivery method is appropriate to the situation.

a. For example, if there is a legitimate emergency that requires immediate
attention by a group of contacts, use all delivery methods. The criticality of
the situation must demand that you reach your contacts by any means
available.

b. On the other hand, sending out a notification about a drill or other non-
critical event generally does not warrant the use of telephone delivery
methods. For these types of notifications we recommend the use of the
Business Email and the Business Text Message methods.

3. Use common sense in messaging language. Don’t use obscenity or other language
that may be offensive to the common person. Be succinct and to the point. Always
precede notifications and updates associated with a drill or an exercise with the
phrase: THIS IS A DRILL or THIS IS AN EXERCISE. People are inundated with
communications in today’s business environment, and we should take care to
make sure our messages are brief and clear.
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4. The bed and service availability information on the web site should be used with
caution. This is particularly true with the data displayed on the LERN dashboards.
If you are in a region that participates in the LERN protocols, you should follow
the protocol. This means avoiding “self-routing” based on the dashboard.

Remember that the LERN Communications Center often has access to information
not displayed on the dashboard, particularly in other regions that you may not be

able to see. Misuse of this capability could be grounds for removing your access to
the system.

As the system matures, you may see an expanded “terms of use” on the login page.
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First Things First

Here’s a quick flow chart outlining the major first steps you should take upon receiving
your user account information:

Ensure that you can accessthe Portal site
Make sure your user name and password
First Thing are correct
Login to the Portal with your Make sure you have accessto the
account information applications you need

\_/‘\

® Ensure that you have Microsoft Silvedight
A installed
Second Thing ® Ensure that you have the right permissions
Cick on each application in the in each application {i.e. update or read-
Single Sign-On family only)

\ﬂ/’\

® Thisensuresthat your account will remain
secure.

® Remember the answers to the security
questionsas they will allow you to receive
anew password if you forget. Read the
instructions about case sensitivity.

~___—

® |earn the basics about updating your

Y
[

A 4

\
Third Thing
Change your password and the
answersto the security questions.

A 4

Y

Fourth Thing facility’s status, running reports, etc.
Download the wehinars and Quick _|® Learn ahout Messaging and review the
Tip documents to begin learning Motification groups in your region

your way around

\i/‘\
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Managing Your User Account

When originally created, your user account has three important components:

1. Your user name
2. Your initial password
3. Your security questions

If you forget your password, you have two options on the login screen:
1. You can answer your security questions and establish a new password, or
2. You can answer your security questions and have a new password emailed to

you

These options are available under the login area:

DEPARTMENT OF HEALTH & HOSPITALS

STATE OF LODUISIANA

',d"‘"”"'u
Login &

* Resource
' Management

W - Em,
*‘t‘

g
o, ,.f
Username: "I Medic\

Password: 4 A LOUISIANA

w v EMERGENCY RESPONSE NETWORK

Need help with your password? .
Options to re-set
your password

Change Password using your security questions.
Reset your password using your email

If you can’t remember your user name or your security question answers, call the LERN
Communications Center at 866-320-8293. They may be able to assist. However, please
note that LERN cannot “see” your current password. They can only reset it.
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Managing Your Contact Information

Besides following the “first steps” outlined earlier, we recommend that you read the
following quick tip.

When you log in to the ESF 8 Portal, you have a tab called “My Profile”. This is the place
where you can maintain your [REINSINENIRCTINRERASONIRVNE
contact information and

Home Change Password || Change Security Questions || About
ensure that you get all the Welcome Hery . Yeniel [ Lag O
notifications and alerts ey
targetEd for you' Single Sign-On Family No Single Sign-On
. . - Resource Management (ED) - AtRisk Registry
In the “My Profile” section  ossang
you can add phones, email - suvey
addresses and physical mm—
. Resource Management (LERN)
addresses if you want.

In the My Profile section, click the “+” button to expand the section and Add phone
numbers and email addresses.

Add as many phone numbers and email

Welcome Henry J. Yennie! [ Log Off ..
addresses as needed. This is to ensure that

Profile [Ciccwe - son 0 xpanc e seeien. | you will receive all notifications targeted to
i W rormeton you regardless of the delivery method chosen
in the Notification setup.

[= My Phones
Home : (225) 388-9622 [ ot ] Dot | Adding a phone number or email address is
Lt S R oaet | simple. Click the appropriate “Add” button
BusiessCel: @26) 7470300 [N I and enter your information. You can then
BusinessTextMsg : (225) 747-0399 [} Delete
B — L select the Type.

[E My Emails

henry.yennie@la.gov  Work | [ETY | [T
hyennie@me.com Home @|

Add New Email

My Addresses
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Here are some tips about types of phone numbers, particularly cell phones:

1. If you have one cell phone that you use for both business and personal calls/texts,
add the phone number at least twice, maybe four times. Add the number as
follows:

a. Business Cell

New Phone:
b

Business TextMsg

v Select type N Save Cancel
H

c. Cell (for personal cells) Work

bastih Cell
d. Personal TextMsg | Workrax

2. Ifyou follow this suggestion, you s Pager

- . s resses Pri
will ensure that you will receive any ™" Businesscell

BusinessTextMsg

texe message regardiess of the T o
TextDeviceUnlimited

method selected by the sender.
Why is this necessary? We did not want to assume that every cell phone also receives

texts. We had sufficient feedback from users who didn’t want to receive texts, whose
devices were not activated for texting, or who were still being charged a per-text fee.
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Role of the Facility Point of Contact

Each facility and agency has a designated Facility Point of Contact.

1. The Facility Point of Contact gives us one person with which to communicate, and
it also allows us to extend some functionality down to the facility level. This
functionality includes the ability to maintain contact information for staff in the
facility and to create and manage user accounts for that facility.

2. They can also re-set forgotten passwords and look-up forgotten user IDs. While
this isn’t required, it would be very helpful and time-saving, giving your facility
more control over who does what with these systems.

3. Most Tier 1 hospitals also have a LERN Point of Contact. In many facilities, the
person (or position) that updates the LERN data is different than the person or
position that updates the EMSTAT and/or Resource Management systems. If they
are the same person in your facility, they can remain in those roles.
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Getting Help

There are several ways to get help if you run into a problem with your account, need
some help with a particular function such as updating your facility’s status, or encounter
an error that stops you from doing your work.

Generally, if you have a user account problem or need some help with a common
application function, you should reach out to your Facility Point of Contact first.

[f they can’t help or are unavailable, e —_

your region’s Designated Regional Facility Point of 'fyml',e":,"““t"
Coordinator (DRC) may also be able to Contact or the LERN " i:ﬁ L?R;\T :i:s:mr'
help Point of Contact

Finally, you can call the LERN

If you have encountered an application
error that prevents you from doing your

Communications Center for assistance. \
Reach out to
your DRC

work, you should call the LERN v
Communications Center first as they A

: \ Reach out to LERN
have access to more advanced technical 4{ oy o
support.

You also have a new option on the ESF 8 Portal login page - something called “Glance”.
Glance is a new support technology that allows ESF 8, LERN, or your DRC to quickly start
a screen sharing session and even view your screen when you

are experiencing a problem. @W aance

Glance allows ESF 8 to do 3 primary things:
1. Show our screen to you and up to 100 people on an ad hoc basis. No software installation

is required.

2. View your screen if needed. This requires the quick installation of a Glance plug-in.

3. Take control of your mouse to show you how to do something. This is possible once you
have the Glance plug-in installed.

If you need support and some sort of screen sharing is required we will start a Glance
session and give you a session key (a 4-digit number). You'll enter that number in the
space provided and then click the Glance button. That's all it takes! The following screen
shots will show you how this is done.
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Viewing the Screen of an ESF 8 Support Staff Member

If you need to see our screen, we will start a Glance session. Glance can be accessed on
the ESF 8 Portal login screen as shown below:

DEPARTMENT OF HEALTH & HOSPITALS

STATE OF LOUISIANA

Sotr,
& %
"

. Resource
/ Management

[ —— 2 &
Username: "0 MegiA®

oW~ Emg,

o

Password: 4 A LOUISIANA

w v EMERGENCY RESPONSE NETWORK

Host: (9ESF8 (JLERN

Key: glance
Need help with your password? R

Can you Glance?
Change Password using your security questions.
Reset your password using your email,

Once you enter the session key and click the Glance button, after a brief moment you will see
the support staff’s screen:

oc| asBbcoc AaBbC: Aaf

Once you type in the session key and dick
the Glance button, ou will see the support
staff's screen

oenelw

It's that simple! Your host can close the session and you will be given a message to that effect.
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* Ifyou can’t access the Portal login screen, we can still access Glance as a support tool. If
needed, you would be directed to the following web address: esf8.glance.ned. We may
also send you an email with this address and the session key embedded:

(= Blank Page - Windnws Internet Explorer

e,

e &) esfe.glance.net )€ Type this in your browser v

File Edit VYiew Favorites Tools Help
¢ Favorites | 55 & | Production ESF 8 Portal & QA ESF 8 Portal & | Beta ESF 8 Portal

(€ Blank Page

You will be brought to the following page where you can enter the session key and click
“Join Session”:

glancg“f

Click. Show

esf8.glance.net
_ | r-digit key from your host

/our name

Email:

M@l Join Session ©

o) For audio, your session host must phone you or provide a number for you to dil.

As before, once you enter the session key and click the “Join Session” button, you will see
the support staff’s screen after a brief moment.

16|Page



Viewing Your Screen

In order for the support staff to see your screen, you will start the session as outlined

above by entering the session key and clicking the Glance button. You will then be asked
to install a small plugin:

glance

Click. Show. Sell

esf8.glance.net Verifying GlanceGuestSetup27.exe from www.glanc...
Internet Explorer - Security Warning

Do you want to run this software?
Name: GlanceGuestSetup27.exe
Publisher: Glance Networks, Incorporated

—
(e s /_

Click Run. Then Run

*  Waiting for insta While fi The Internet can be useful, this file type can potentially harm
o+ Valinglorinsta Gmputer. Only run software from publishers you trust, What's the risk?
Click "Run" one last time el e e
thieats. Report an wrl

*  Once this is complete, you will be asked to click “Run” again:

glance For the support staff to see your screen:

Click. Show. Sell

After entering the session key and dicking the Glance button:

0% of GlanceGuestSetup27.exe from www.glance.n... [ZL El

esf8.glance.net
File Download - Security Warning @

Do you want to run or save this file?

Name: GlanceGuestSetup27.exe
Type: Application, 995KB

From: www.glance.net

Click Run. Then Run a

[ R JY save ][ Cancel |

Py Waiting for install.

potentially harm your computer. If you do not trust the source, do

@ ‘While files from the Intemet can be useful, this file type €
- fun or save this software. What's the risk?

~

Click "Run"
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Once this process is complete, you will be asked to let the ESF 8 support staff see your
screen by clicking “Allow”:

Join Session Download Support My Account

glanqe'

Click. S

Internet Explorer

esf8.glance.net

your computer?

\E\ From: www.glance.net
Program: Glance Protocol Handler
Address: glance: -joinssn www.glance.net:443
esf8.glance.net 6103 -guestid 256729471 -endlink.

[ Do you want to allow this website to open a program on

&
v

[¥] Always ask before opening this type of address

Click "Allow" to let the ESF 8
support staff see your screen.

2y Aloving web content 1o open s program can b useful, bult can
@ potentiall harm your computer, Do not allow it unless you tust
the souce of the content. Whal's the isk?

o) For audio, your session host must phone you or provide a number for you to dial.

1f vou cannot view the session. see these FAOs or call us at 877 452 6236 or +1 781 646 8505 M-F 9-5 US Eastert

Click “Allow” once more to confirm:

Join Session  Download ~ Support My Account

glance

Click. Show.

esf8.glance.net

':rL glance
G

x

Henry Yennie would like to view your screen.

Click "Allow" once more

—

o) For audio, your session host must phone you or provide a number for you to dial.

1f you cannot view the session, see these FAQs or call us at 877 452 6236 or +1 781 646 8505 M-F 9-5 US Eastern.
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Once this is done, you will get a window near the bottom right of your screen showing
you the options you have during the session and highlighting the small “G” icon in your

task tray:

452 6236 or +1 781 646 8505 M-F 8-5 US Eastern.
glance

9 Henry Yennie can now see [but not control] youbsgreen.
glance

Hide my screen
Stop remote control

For more options, click the (G) ican near your clock.

The “G” icon in your tray gives you options:

v

fa v H100% ~

Clicking on the "G" will give you options
to end the session or allow the ESF 8
staff to control your mouse.

!

’9@ O O 2ocPm
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Allowing Remote Control of Your Mouse

* Ifyou want to give the support staff control of your mouse, click the “G” icon in your tray
and choose “Allow Remote Control”:

7

a3 v H100%

glance

Hide my screen

Allow remote control

Leave session

Settings...
'<_)L¢j® O 9T zocpm

* This will bring up a confirmation screen. Click “Allow” once more:

esf8.glance.net:
glance

x

G ‘You are about to share control of your mouse and keyboard. When done,
click the G icon and choose Stop Remote Control.

[[] Don't show this again.

o)) For audio, your session host must phone you or provide a number for you to dial.

Support staff can now give you instructions directly on your machine or discover the
errors you are experiencing quickly and efficiently.
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During the session, the “G” icon gives you options:

1mber for you to dial.

At any point, you can dick the "G" icon to
hide your screen, end sharing, or leave
the session.

r call us at 877 452 6236 oNg1 781 646 8505 M-F 9-5 US Eastern.

v

€ Internet iy v H100% v

glance

Hide my screen
Stop remaote control
Leave session

Settings...

S

When the session ends, you can leave the Glance software installed to make future

sessions more seamless, or you can have it remove itself.

esf8.glance.net

Glsanee ———

‘Would you like to ket_ep Glance on your computer so you can join

I G sessions faster next time?

—

) For audio, your session host must phone you or provide a number for you to dial.
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* Inany scenario, when the host ends the session, you will get a notification similar to that
below:

esf8.glance.net

G glance — XJ
Thank you for using Glance.

l G Your host ended the session.

o)) For audio, your session host must phone you or provide a number for you to dil.

All ESF 8 support staff, including LERN, has access to Glance.
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Common Questions

The following section lists some answers to some common questions received since the
Production system went live in November 2011:

1. Do I have to install new software?

a. Yes.In order to use these new systems, you will have to install the Microsoft
Silverlight™ plug-in for Internet Explorer or any other browser your facility
uses. This is a quick and painless process that only has to occur once. Because
this is a common plug-in used by new web sites, you may already have it
installed. Even if your computers are managed systems that don’t allow you to
install software, you can often install this plug-in without the intervention of
your IT staff. If you do have managed computers, it is recommended that you
inform your IT staff. They can contact us if they have any questions. We can be
reached at henry.yennie@la.gov or support@comtecinfo.com.

b. You do not have to change your browser. If your hospital or agency still uses
an older version of Internet Explorer, you can access these systems with no
issues. However, a benefit of upgrading to the current version of Internet
Explorer (at least version 9) is that the applications make use of the Tab
feature. Instead of opening new browser windows, it opens new views in tabs.
But this upgrade is not required.

2. Will these new systems replace EMSTAT?

a. No. You will continue to use EMSTAT to report your status during a declared
event. The new EMSTAT will be available for the 2013 hurricane season.

b. The Bed Poll is the same as the census report in EMSTAT. This data
connection is live, so that a report done in one application appears in the
other application. This means that you can be in compliance with a disaster-
related reporting rule by completing a census report in either application.
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3. WillI continue to update my ED status and/or my LERN status in
EMResource™?

a. No. EMResource™ is no longer available.
4. Has my EMSTAT password changed?

a. The new EMSTAT will be incorporated into the Single Sign-On system before
the 2013 hurricane season. You will not need to login again to access EMSTAT.
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Making Sure You Get the Message with Contact
Information

With the start of the New Year, we thought we would repeat a Quick Tip from last year. The
suggestions outlined in Tip #1 are important as it impacts how you get critical messages
from ESF 8 and other facilities and regions.

When you log in to the ESF 8 Portal, you have a tab called “My Profile”. This is the place
where you can maintain your contact information and ensure that you get all the
notifications and alerts targeted for you.

In the “My Profile” section you can add phones, email addresses and physical addresses if
you want.

DEPARTMENT OF HEALTH & HOSPITALS

BTATE OF LOUISIANA

Change Password Change Security Questions About

Welcome Henry J. Yennie! [ Log Off ]

Where your contact information

My ESF8 Portal is stored
Single Sign-On Family No Single Sign-On
» Resource Management (ED) = At Risk Registry
» EMMA
- Messaging
» EMSTAT
- Survey

- Security Management

- Resource Management (LERN)
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In the My Profile section, click the “+” button to expand the section and Add phone
numbers and email addresses.

Add as many phone numbers and email addresses as needed. This is to ensure that you will
receive all notifications targeted to you regardless of the delivery method chosen in the

Notification setup.

Adding a phone number or email address is simple. Click the appropriate “Add” button and
enter your information. You can then select the Type.

Welcome Henry J. Yennie! [ Log Off ]

Profile

v I Click the + sign to expand the section I
m Information
(=] My Phones
Home : (225) 388-9522 Ea
Work : (225) 342-3417 Ea

BusinessCell : (225) 747-0399 |ETY|

BusinessTextMsg : (225) 747-0399 |2 |

Add New Phone

(=] My Emails

henry.vennie@la.gov Work  [ETY | [
hyennie@me.com Home @I

Add New Email

My Addresses
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Here are some tips about types of phone numbers, particularly cell phones:
3. Ifyou have one cell phone that you use for both business and personal calls/texts,

add the phone number at least twice, maybe four times. Add the number as follows:

a. Business Cell New Phone:
b. Business TextMsg sy Cemnee
c. Cell (for personal cells) it Prcne P
d. Personal TextMsg y Emats ‘ El:::::x
ager
4. Ifyou follow this suggestion, youwill orimary
ensure that you will receive any text BusinessTextitsg

PersonalTextMsg
message regardiess of the method | RN s N

selected by the sender.

Why is this necessary? We did not want to assume that every cell phone also receives texts.
We had sufficient feedback from users who didn’t want to receive texts, whose devices
were not activated for texting, or who were still being charged a per-text fee.
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Here is a mapping table showing contact types in My Profile and their match in Notification

Delivery Methods:
Contact Types in My Profile (Security) Delivery Methods (Notification)
—— Delivery Methods:
Profile E] 1. Business Email [:] 2. Business Cell Text
— €> [ ] 3. Business Cell [] 4. Business Phone
S D 5. Home Phone E] 6. Home Email
R D 7. Personal Cell Text I:] 8. Personal Cell
g [7] 9. SMTP Text
PHONE TYPES
Home €«> Home Phone
Work €«> Business Phone
Cell €D Personal Cell
WorkFax = --
HomeFax r --
Pager B --
Other = --
Primary B --
BusinessCell €«> Business Cell
Business TextMsg €«> Business Cell Text
PersonalTextMsg €«> Personal Cell Text
TextDeviceUnlimited €D SMTP Text
EMAIL TYPES
Work €D Business Email
Home €D Home Email

Please note that the contact types in grey can be stored in your profile, but they cannot be
used as delivery methods in the Notification system.
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Using the New Group Design Process in Messaging

The process for creating groups for messaging has been re-designed, giving the user much
more flexibility and power in creating new groups.

1. To start, in the Messaging Module, click on Admin = Manage Groups:

4@5@ MESSAGING

Admin Events Notifications
A

» Manage Delivery Methods

» Manage Groups *—
> Mixrl(l!.l;t)u:fllz Colors

» Manage Event Types ”|

» Manage Alert Audios

» Manage Event Images

2. This will open the first screen where you can begin entering your criteria to select the

persons you want grouped. In this example, we are choosing all persons associated
with EDs in Region 1, Tier 1 Hospitals:

In the first step, multiple
criteria can now be selected to
refine your group members

C

Group

Name: |Test Group for Region 2 |

® Region O Parish O State (O NoCriteria

Region: Position: Resource Type: Facility Type:
[] --Au-- "] pirector of Nursing A7 --An-- A ] --Au--
ion_ 1 | pirector of Plant | Behavioral Assisted Living
i 1
Region 2 2 "] Bumns Hospital
V] ED Charge RN ™ :
egion 3 “Jeo "] Nursing Home
V] ED Communication
["] Region 4 Desk "] ems [] supports and Services
Center
[] Region 5 /] ED Director _Juac
["] Region 6 /] ED Manager "] Med-surg Tier:
["] Region 7 7] ED Medical Directo, | Psych [] --an-- Tierl
[] Region 8 ] Rehab [(rierz  [TTier3
[[] Region 9 " Education Director . | | ] speciality Resources || fierq

T
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3. Once you have entered your criteria, click “Next” to go to the final page. You will see

your criteria along with the results in the “Group Member Details” box:

Felected Members
ﬂ:‘ Debbie, Bourgoyne
["] Er. Day
[] er. Night

est Group for Region 2 \ \

@ Region O Parish O State O NoBgteria
|Region 2 |

Deleted Members

Selected Positions: Selected Resource Typks:
ED Charge RN -

ED Communication °
Desk

ED Director

ED Manager

ED Medical Director

Selected Facility Types: Selected Tiers:
Hospital

On moving to this page, you will see the
criteria you selected, and the results of your
selection will be displayed.

4. From here, you can do the following:

a. Remove persons you don’t want in the list

b. Add Sub-Groups: these are other groups you have defined previously. If you
check “Include Deep Sub Groups” any sub-groups used to define the one you
are inserting will be included.

Add Individuals: You can search for and add other individuals not included in
your search criteria or in other appropriate sub-groups.

Here’s a diagram of how sub groups can be used:

My New Group

Persons from my
Page 1 Criteria

Individuals added on
Page 2

Personsfrom
another group

Persons from a group .
used to define this group This is a Deep Sub Group
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5. Once you have made your selections on page 2, click “Save”

Name: ITesi Group for Region

2 J

e Region O Parish O State O NoCriteria

|Region 2

Selected Positions:

Selected Resource Types:

ED Charge RN A

ED Communicafion
Desk

ED Director
ED Manager
ED Medical Director v

Selected Facility Types:

Selected Tiers:

Hospital

Tierl

Selected Members

Deleted Members

[] pebbie, Bourgoyne

[] ER. Day

["] Er. Night

i Indridust Hembers

. [[] 1nclude Deep Sub Groups

.

“5 D Region 2 - Hospital Emergency
Preparedness Contacts

\Emergency Preparedness Contacts” will not be included.

/H:e we've added another group and an inidividual. Notice
we have not selected "Include Deep Sub Groups". This
means any sub-groups included in "Region 2 - Hospital

[] Jimmy, Guidry

Click Save to save
your group

N
C =1 o)

6. Clicking the Persons icon next to the sub-group will display the members of that

group:

[ Arf, Marquez v]

. [[] 1nclude Deep Sub Groups

Cheryl Custom Group

Click to see the
members of that group

Group Members

Cheryl Custom Group - Members

Jerry, Pennington
Kenny , Carter
Mark, Marley
Petes, Hampton

Robert, Hoffschneider
Shane, Alton
Teri, Fontenot

Vincent, Cataldo Virginia, Short

Carol, Jacobs
Ciif, Broussard
Dolores, LeJeune

Stephen, Haehn
Tommy, Gautreay
William, Holman
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7. This will take you back to the Groups view and you can see the total number of
persons included in your new group:

Groups

Search ‘

Test Group for Region 2 19

8. This group can now be used in Notifications, Notification Templates, and Quick
Notifications.

Has your Region talked about common groups that
would be useful in messaging during events?

Remember that the LERN Communications Center is available 24/7/365 to assist you're
your messaging needs. They can assist in notifying others in your region about an incident
or other important news.
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Creating a Person and a User in security

The new ESF 8 applications can contain information on two “entities”:

1. A“Person”
a. This is really a contact. It is someone that may need to receive messages
from ESF 8 or other hospital
b. Persons do not have to be system users with log-in accounts.
2. A“User”
a. These are “persons” that need to access one or more of the ESF 8 systems.
b. A “User” must exist as a “Person” before you can create an account for them.

This section will show you step-by-step how to create both a Person and a User.

ﬁ" SECURITY

PERSON | USER

A “User” must exist as a
“Person” before an account
can be created

A “Person” is a contact who
can receive notifications.
A “Person” can also
become a “User”
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Creating a New Person

1. Enter the Security Management module after logging into the Portal:

DEPARTMENT OF HEALTH & SPIT.

STATE OF LOUISIANA

Home My Profile

My ESF8 Portal

Single n Fa

- Resource Management (ED)
= Messaging
= Survey

@ Click here to enter the Security Module

- Resource Management (LERN)

Change Password

No Single Sign-On

- AtRisk Registry

«» EMMA

-+ EMSTAT

Change Security Questions

Welcome Henry Yen Log Off ]

2. Once in the Security Management module, search for the person to avoid any

duplicates:

4 & Security
w v Application

PERSON | USER
-

Search Criteria

First Name: | | iddie Name: | | Last Name: |

Email: | | Phone: [ | @

ContactUs  Help  Log Out]
Welcome! Logged in as: Edward Jordat

Click "Add New" if the person is not in —_— m @ @

the database for vour facility

Beverly Sheridan

Donna Simon

Edward Jordan RP
John Smith Js
Kurt Scott

Mark Kellar

Regina Runfalo

Rondlyn Houston

Stacey Burch

Washington St. Tammany Reg. Med Ctr s Generic DHH
Washington St. Tammany Reg. Med Cir s Generic DHH
Washington St. Tammany Reg. Med Ctr s Generic DHH
Washington St. Tammany Reg. Med Cir s Generic DHH
‘Washington St. Tammany Reg. Med Ctr s Generic DHH

1310922011

1310922011

09/0572011

26/0972011

1310922011

1310922011

13/0922011

1310972011

28/0912011

07/0972011

07/0922011

07/0922011

07/0922011

07/0922011

pprasadravi

niranjan_facilityuser
niranjan_facilityuser
niranjan_facilityuser
niranjan_facilityuser

niranjan_facilityuser

Links
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3. Once you have determined that the person does not exist in the Security system,
click “Add New” to enter a new person:

a. Note that you can give a person multiple “Positions” or job titles. This has
implications for the contact information that is displayed in pop-ups in the
Resource Management module.

Every hospital should have a minimum number of people and positions
defined in the Security Module. This allows the easy creation of Notification
Groups for emergency messages and gives the Hospital DRCs and you more
control over who gets notified of different events in your facility. Here’s what
we suggest:

1. Every hospital should have persons with the following minimum
Positions defined for their staff in the Security Module:

@)

0O O O O

O O O O

CEO

Emergency Preparedness Coordinator
Facility Point of Contact

LERN Point of Contact (for Tier 1 hospitals)
LERN Referral

Coordinator (for Tier 1 < ¥ ipfchion .28
hospitals) m —

Director of Nursing —

and/or Chief Nursing

Officer (even if these are
not quite the position -
names in your facility) R

House Supervisor

ED Nurse Director

Director of Plant Operations
ED Communication Desk
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2. Itis possible to give a person multiple titles.
o You can also give multiple people the same title
o You can create position-based “persons” and give them these titles

3. For “position-based” persons such as “House Supervisor” or “ED
Communication Desk”, you can assign non-working telephone numbers
and email addresses if none exist for these positions. Again, the purpose
is to give everyone the ability to target emergency messages to those that
need to know in your facility.

When you create a “position-based” person, DO NOT put “generic” in the last name
field. Persons with “generic” in the last name field (like the generic hospital
accounts) do not appear in searches. We suggest using the name of the facility in the
last name field.

When you click “Pick”, simply click on Search. Only the facilities to which you are
associated will appear. Click the box next to your facility name in the pop-up, and
click “Pick”.

Add Facilities =

Search Criteria

Add Facilities b3
Put a qheck nextto search W Ppick @
- your facility name and
earc ntena C/’Ck "PiCk" '
Facility Name: | / \ FacilityType: All v|
Region: (i A v | Parish: (an v|

LSU Bogalusa Medical Center
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5. Please note that you can associate a person with multiple facilities. This example
uses an organization with multiple campuses. After clicking “Search”, you can see
the facilities to which the Facility Admin is associated. This should be noted when
requesting a Facility Point of Contact account. While each facility can have a Facility
Point of Contact, we can associate that person: with other facilities in a distributed
organization:

Add Facilities
Click Pick to 9
Search Criteria associate them
Facility Name: ‘will ] FacilityType: (Al v)
Region: (An v | Parish: (Al v|

E] Willow Ridge Nursing & Rehab Center
Willis-Knighton Bossier Health Center

Willis-Knighton Medical Center

qiisaighion Pigiremont HC

Willis-Knighton South-Center for WH 1. Check the facilities to which you
want to associate the person

D Williamsburg Senior Living Community
[] | willow Wood at Woldenberg Village

Malta Park Assisted Living/Willwoods Il h

a. Toreiterate, if you are Facility Point of Contact in a larger system with
multiple campuses, please indicate that in your request for an account. We
can then associate you with those facilities. If you would like each facility to
have its own Point of Contact, we can associate the entire group with all or
some of the facilities in your organization. Please be clear when requesting a
Facility Point of Contact account.
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6. Once you have associated the person with a facility (or facilities), you can click Save

and then Finish.

4 A Security
w ¥ Application

PERSON | USER
-

General Information General Information

Personal Information

Positions

o © ©
ContactUs  Help  Log O

Welcome! Logged in as: Edward Jord;

First Name: John | Middle Name: | Last Name: Smith

Facilities

Title Mr. v

Organizations First Name [John

Middle Name

ok e
o s

More Phones/Emails

|

[[] Administrator
[] Assistant
[] ceo

[[] chief Nursing Officer

[[] chief Operating Officer

[[] Director of Nursing
Director of Plant Operations.
[[] Emergency Preparedness
[] Facility Point of Contact
[[] House Supervisor

[C] LERN Contact

[ other

[[] owner

LSU Bogalusa Medical Center

Click Save. You will get a message that

the person was saved successfully. \

N
= =

D

After saving the person, click Finish
to return to the home screen:.

7. Your new person will now appear in your facility list:

4\ Security |
w ¥ Application

PERSON | USER
-

Search Criteria

o © @
Contact Us  Help Log Out
Welcome! Logged in as: Edward Jordan|

First Name: | | miadte Name: | | Last Name: |

Email: | | Prone: [

Beverly Sheridan
Donna Simon
Edward Jordan
oM e Smith
Kurt Scott
Mark Kellar
Regina Runfalo
Rondiyn Houston
Washington St. Tammany Reg. Med Cir s Generic
Washington St. Tammany Reg. Med Ctr s Generic
Washington St Tammany Reg. Med Ctr s Generic
Washington St Tammany Reg. Med Ctr s Generic
Washington St Tammany Reg. Med Cir s Generic

Links
13/0972011
13/092011

RP 09/0572011 pprasadravi

Js 26/0922011
] Do not attempt to input information in the
13/09/2011 Organizations or Groups sections. This is
13002011 not needed and is for system
P administrators. The view of these links

may be hidden in a future release.

DHH 07/09/2011 niranjan_facilityuser

DHH 07/0972011 niranjan_facilityuser

DHH 07/09/2011 niranjan_facilityuser

DHH 07/092011 niranjan_facilityuser

DHH 07/092011 niranjan_facilityuser
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8. You can now add additional information such as phone numbers and email
addresses by highlighting the new person’s name and clicking “Personal

Information”:
4 A\ Security | o © ©
\ B4 App|lcatlon ContactUs Help  Log Out

Welcome! Logged in as: Edward Jorda
PERSON | USER
-

Search Criteria

First Name: | | Midce Name: | | Last Name: | ] m @ m
Email: | | Phone: [ | @

Beverly Sheridan 13/092011
Donna Simon 13/0922011 .
Edward Jordan RP 09/052011 pprasadravi
John Smith Js 26/09/2011
Kurt Scott 13/09/2011
Mark Kellar 13/09/2011
You can now add personal information such as
GEL T GILD Sz addresses, phone numbers, and email addresses
Rondiyn Houston 13/092011 by clicking on "Personal Information”
Stacey Burch 28/09/2011
Washington St. Tammany Reg. Med Cir s Generic DHH. 07/0972011 niranjan_facilityuser
Washington St. Tammany Reg. Med Cir s Generic DHH. 07/0972011 niranjan_facilityuser
Washington St. Tammany Reg. Med Cir s Generic DHH 07/0972011 niranjan_facilityuser
Washington St. Tammany Reg. Med Cir s Generic DHH 07/0972011 niranjan_facilityuser
Washington St. Tammany Reg. Med Ctr s Generic DHH 07/0972011 niranjan_facilityuser

9. Each section (Addresses, Phones, and Emails) has an Add, Edit and Remove button.
You can add an unlimited number of items in each section.

4 & Security | & © ©
w v Application ContactUs  Help  Log Out

Welcome! Logged in as: Edward Jordan|
PERSON | USER
-

First Name: John | Middle Name: | Last Name: Smith

General Information

D
Personal Information

Clicking "Add" allows you to add information. Clicking "Edit" allows you to
change existing information, and "Remove” deletes the information. _N @ m

Phones

oo

jsmith14@lsuhsc edu Work
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10. When you click Add, Edit or Remove, a box will pop-up prompting you for the
appropriate action:

Add Phone

Phone Number: ||

Phone Type: |

Clicking Add

Edit Phone

Phone Number: [985-222-2222

Phone Type:  [Work

Clicking Edit

Are you sure, you want to delete the Phone?

Clicking Remove

11. Once you have edited or created any personal information, you are finished with
this process. Note that this personal information can be edited by the person (if you
create them as a user) when they login to the Security Portal by clicking on the “My
Profile” tab.
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Creating a New User

1. Once the new person is completed, you can now create a User Account for that
person by clicking on the User link:

4\ Security
w ¥ Application

PERSON | USER
-

Search Criteria

First Name: | | Micate Name: |

| Last Name:

Email: | | Phone:

| username: |

| Beverty

Donna

Edward /
John

Kurt

Mark

Regina

Rondyn

Washington St. Tammany Reg. Med Cir
Washington St. Tammany Reg. Med Cir
Washington St. Tammany Reg. Med Cir

Washington St. Tammany Reg. Med Ctr

o 0 0 o o

Washington St. Tammany Reg. Med Cr

Sheridan
Simon
Jordan
Smith
Scott
Kellar
Runfalo
Houston
Generic
Generic
Generic
Generic

Generic

13/0922011
130922011
09/05/2011
26/09/2011
130922011
130972011
13/0922011
130922011
07/09/2011
07/09/2011
07/09/2011
07/09/2011

07/09/2011

pprasadravi

niranjan_faciityuser
niranjan_faciityuser
niranjan_faciityuser
niranjan_faciityuser

niranjan_faciltyuser

Links

Personal Info or

a. By default, all persons in your facility will appear in the list. To create a User
Account for John Smith, click on his name, look to the right and click Public

Accounts:

4 & Security |
w ¥ Application

PERSON | USER
-

Search Criteria

First Name: | | Middle Name: |

| Last Name: |

Emai: | | Phone: [

| usemame: |

Beverly
Donna

Edward

Regina
Rondiyn
Washington St. Tammany Reg. Med Ctr

Washington St. Tammany Reg. Med Ctr

)

Washington St. Tammany Reg. Med Cir
Washington St. Tammany Reg. Med Cir s

Washington St. Tammany Reg. Med Cir s

Sheridan
Simon
Jordan
Smith
Scoft
Kellar
Runfalo
Houston
Generic
Generic
Generic
Generic

Generic

RP
Js

\ Highlight the name

by clicking on it.

13/09/2011
130972011
09/052011
26/0972011
13/09/2011
13/09/2011
13/09/2011
13/09/2011
07/0922011
07/09/2011
07/092011
07/09/2011
07/09/2011

pprasadravi

niranjan_facilityuser
niranjan_faciityuser
niranjan_faciityuser
niranjan_faciityuser

niranjan_facilityuser

Then, click the
Public
Accounts link.
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2. When you click on “Public Accounts”, the following page will appear:

M & Security
w » Application

ERSON | USER
-

Personal Information

Public Accounts
Organizations

Welcome!

First Name: John | Middle Name: | Last Name: Smith

Aplications & Roles
Domain Accounts
Facilities

Regions

Because this person doesn't have an account, nothing will be displayed.

Click Add to start the account creation process.

3. When you click “Add”, the following window will appear. Complete the fields as

directed:
Add Public Account =
Enter the user name and password you want to
Name: [ismitn <« || assign to the new user. We suggest
Password: [sevneeee | | standardizing on an initial password. We are
Password Last Modified: using "Test1000" during this testing period.
Question One: m what city or town was your first job? \v ]
Answer One: ltest 1 N
Question Two: [Whal is the name of the company of your first job? ¥ Select three security questions and
Answer Two: [test2 ¥ enter dummy answers. The user
Question Three: What is your mother's maiden name? /IV ] should change these on first /Ogm'
Answer Three: tes!
Last Login:
Last Lockout:
Is Lockedout: O
Enforce Policy: O
Must Change Password Next Login: || - For Account Policy,
Account Policy: [Basic "f v ] Select Basic
Failed Attempts: ‘ 0 ‘
Last Failed Attempt Date: .
"W Click Save. You have now created a

user account for your new person.
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The steps are as illustrated:

a. Enter the user name and password
i. We recommend the following procedure for user

names: use the first part of the email address. For
example, with henry.yennie@la.gov, use henry.yennie
as the user name. This helps the user easily remember.

b. Select three security questions and put in dummy answers

c. Select “Basic” as the Account Policy

d. Click Save.

4. When completed, you will get a confirmation message that the account was created
successfully:

O Added Public Account Successfully
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5. Click “OK”, and return to the main user screen. You will see the account user name
displayed. You can now assign this user to the applications you want him or her to
access. Click on the “Applications and Roles” link in the left column.

4 Security
w ¥ Application

PERSON | USER
-~

First Name: John | Middle Name: | Last Name: Smith

Personal Information

Applicat Associate |
Organizations ppicatons ‘—J
Aplications & Roles
Public Accounts You will see the user name displayed
in the header. This lets you know you
Domain Accounts are working on the right account.
Faciliies
Regions

6. When you click the “Applications and Roles” link, the following screen will appear. It
will be blank. To begin, click the Associate button.

First Name: John | Middle Name: | Last Name: Smith

Applications Roles [ sove ' cancer |

i#

Click on "Associate” to begin the process.
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7. When the “Add Applications” window appears, simply click “Search”:

Add Applications =

— O

Name: Abbreviation:
I | | |

Search Criteria

8. After clicking “Search” the available applications will appear in a list:

Add Applications =

(o Lo Y e

Name: | | Abbreviation: | |

Search Criteria

[] | Messaging Messaging
[] | Resource Management (ED) RM ED
[] | Resource Management (LERN) RM LERN
[] | Security Development SR

[] | Security Management SM

[] | Survey Survey
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9. Select each application you want the user to access, and assign the proper role:

Add Applications b3

L
S —

Search Criteria

. . [] Facility_ReadOnly
[] | Messaging Messaging
Resource Management (ED) RM ED ‘
[] | Resource Management (LERN) RM LERN [] Administrator
[[] | Security Development SR [] DRC
[] | security Management SM [] RM_TriDRC
[] | survey Survey [] callCenter

a. Roles are detailed in Attachment 1.

10. When you have completed assigning applications and roles, click “Add” to complete
the process:

Add Applications b3

Search Criteria

. —

S —

i i [] Facility_ReadOnly
Messaging Messaging
Resource Management (ED) RM ED Facility_Update
Resource Management (LERN) RM LERN [] Administrator
[] | Security Development SR [] DrRC
[[] | security Management SM [] RM_TriDRC
Survey Survey [] caliCenter
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11. Once you have added the applications to the user, you will get a confirmation
message. Click “OK” to proceed:

Added Applications Successfully

» G

12. Click “Finish” to complete the process:

4 A Security o © 9
w ¥ Application

Contact Us  Help  Log Out

Welcome! Logged in as: Edward Jordan|
PERSON | USER
-

First Name: John | Middle Name: | Last Name: Smith
Personal Information

Applications

DD - =
Organizations
e il . A" S— 3 [ surver_Superadnin
N = [] survey_admin
Messaging ssaging
Public Accounts Survey_User
Resource Management (ED) RMED
Domain Accounts Resource Management (LERN) RM LERN
Facilties Survey Sy
Regions

Click Finish to complete the process of
crealing a user.

bl
[ roiows J v JRSH
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13. You will be brought back to the User dashboard, displaying all users in your
facility:

4 & Security | & © O
w v Application ContactUs Help  Log Out

Welcome! Logged in as: Edward Jordar|
PERSON | USER

Search Criteria

First Name: | | Miccte Name: | | Last Name: | | @ m
Email: | | Phone: | username: | | w

Beverly Sheridan 1310922011

Donna Simon 1310972011

Edward Jordan RP 0910572011 pprasadravi

John Smith s 26/092011

Kurt Scott 1310922011

Mark Kellar 1310922011

Regina Runfalo 1310922011

Rondiyn Houston 1310972011

Washington St. Tammany Reg. Med Cir s Generic DHH 0710972011 niranjan_facilityuser
Washington St. Tammany Reg. Med Cir s Generic DHH 0710972011 niranjan_facilityuser
Washington St. Tammany Reg. Med Cir s Generic DHH 0710972011 niranjan_faciltyuser
Washington St. Tammany Reg. Med Cir s Generic DHH 0710972011 niranjan_faciltyuser
Washington St. Tammany Reg. Med Cir s Generic DHH 0710972011 niranjan_faciityuser
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14.1f changes are needed, you can locate the user and double-click to edit, or
highlight the user and select the appropriate link at the right. For example, if you
want to grant a user access to another application or change their role, click
“Applications and Roles”. From there, you can edit each application and /or add a
new one.

4 A Security
w ¥ Application

PERSON | USER
-

Search Criteria

First Name: ‘ ‘ Middle Name: ‘ ‘ Last Name: ‘
Email: ‘ ‘ Phone: ‘ ‘ Username: ‘ m

I "I i Il"l II i I III i IIIII i Il I III i II I III i Links

Beverly Sheridan 13/09/2011 Orgar -

Donna Simon 1310972011 Applications & w%

Edward Jordan RP 09/05/2011 pprasadravi Doma .

John Smith Js 26/09/2011 ! '” e

Kurt Scott 13092011 o

Mark Kellar 13/09/2011

Regina Runfalo 13/09/2011

Rondlyn Houston 13/09/2011 i

Washington St. Tammany Reg. Med Cir s Generic DHH 07/09/2011 niranjan_facilityuser Click this link to
change the

Washington St. Tammany Reg. Med Cir s Generic DHH 07/0972011 niranjan_facilityuser applications and/or

Washington St. Tammany Reg. Med Cir s Generic DHH 07/09/2011 niranjan_facilityuser roles for the

Washington St. Tammany Reg. Med Cir S Generic DHH 07/09/2011 niranjan_facilityuser h’ghhghted user

Washington St. Tammany Reg. Med Cir S Generic DHH 07/09/2011 niranjan_facilityuser

This completes the processes of adding a person and adding a user. Questions or
comments can be sent to Henry Yennie at henry.yennie@la.gov.

51|Page



Attachment 1: Roles and Permissions for Use by Facility Points of Contact

Resource Management: ESF 8/ED

Resource Management: LERN

Roles Create | Generate Update Create Generate
Update Status Read Only Views Report Status Read Only Views Report
Facilities in
Associated (‘?:Sasnogitzﬁ l::giféls Associated Associated ReF?gﬁlEl(;ejriI;(iS:ﬁC;gt?gns Associated
Facility Update facility or . v res No facility or Facility or eglon reet No facility or
il in which an s el in which an organization g
facilities N facilities Facilities facilities
organization has a has a campus)
campus)
Facilities in
(Can sce all regons Assoelated Region (Can see all egtons Assoclated
Facility Read-Only No . v res No facility or No eglon reet No facility or
in which an s in which an organization g
N facilities facilities
organization has a has a campus)
campus)
Facilities in
prosaed eion || ot e il
Facility Admin Yes.. . 1 reg No facility or Yes eslon res! No facility or
in which an s in which an organization g
N facilities facilities
organization has a has a campus)
campus)

Note that DRCs can see a few more roles and permissions. This will be covered in a separate document.

In Security Management, the Facility Admin can also create persons and users for their facility or facilities. However, they
cannot see or modify their own account.

In the Survey application, the roles include a Survey Admin (can create surveys) and a Survey User (can respond to
surveys). You can use the Survey User function to distribute sections of surveys out to different staff in your facility.
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Persons to Create for Your Organization

Every organization should have a minimum number of people and positions defined in
the Security Module. This allows the easy creation of Notification Groups for emergency
messages and gives you more control over who gets notified of different events. Your
Facility Point of Contact can create these persons and positions.

Here’s what we suggest for hospitals:

1. Persons should be assigned the following minimum Positions defined:
a. CEO

Emergency Preparedness Coordinator

Facility Point of Contact

LERN Point of Contact (for Tier 1 hospitals)

LERN Referral Coordinator (for Tier 1 hospitals)

Director of Nursing and/or Chief Nursing Officer (even if these are not

quite the position names in your facility)

House Supervisor

ED Nurse Director

i. Director of Plant Operations

™ e Ao o

= 0@

j-  ED Communication Desk

k. You give a person multiple titles, and you can give multiple people the
same title

. You can create position-based “persons” and give them these titles

2. For “position-based” persons such as “House Supervisor” or “ED Communication
Desk”, you must assign working telephone numbers and/or email addresses if
none exist for these positions. Again, the purpose is to give everyone the ability to
target emergency messages to those that need to know in your facility. This will
ensure that the scrolling notifications in Resource Management views are visible
in your ED.
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When you create a “position-based” person, DO NOT put “generic” in the last
name field. Persons with “generic” in the last name field (like the generic hospital

accounts) do not appear in searches. We suggest using the name of the facility in
the last name field.

You can download a guide to creating persons and users at CreatingaPersonandUser-v3.
Again, if you need help in creating these Persons and positions, call your DRC or send an
email to henry.yennie@la.gov or esf8help@la.gov.
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Reviewing Your Facility's Contacts

One of the bigger changes brought by the new ESF 8 portal is that the maintenance of
facility contacts is no longer done in EMSTAT. Facility contact information is now
maintained by the user in the “My Profile” section of the portal page or by the Facility
Point of Contact in the Security module.
a. Users can check their contact information in the “My Profile” section of the Portal
home page

From the Portal Home Page

DEPARTMENT OF HEALTH & HOSPITALS

STATE OF LOUISIANA

Home || MyProfile || ChangePassword || Change Security Questions || About

Welcome Henry J. Yennie! [ Log Off |

My ESF8 Portal

Single Sign-On Family

No Single Sign-On

- At Risk Registry

- (ED)

Wessaging If you have a user account, you can
- Messaging check your contact information by
+ Survey clicking on the "My Profile” tab

- Security Management

» EMMA

= EMSTAT

- Resource Management (LERN)

My Profile Options

Home My Profile

Welcome Henry J. Yennie! [ Log Off ]

Profile

Phones and email addresses can
be edited and added by clicking

My Information on the "+" sign next to each

My Phones

My Emails

My Addresses
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2. The Facility Point of Contact or any other User with access to the Security module can
maintain contact information for all persons associated to the facility. When you enter
the Security module, you see a listing of persons associated with your facility:

E:a SECURITY

Listing of Persons
associated with

&

ContactUs Help Log O
Welcome! Logged in as: Edward Jord

PERSON | USER your facility
- Clicking on Personal Information
Scorch Cutera reveals contact information for
First Name: | | iadte Name: | the Person highlighted m @ m
Email:

Wallace

3. To check the contact information for a person, select them by clicking once and:

a. Double-click to edit

b. Right-click and choose Personal Information
c. Click the Edit button at the top right

PERSON | USER
-

Search Criteria

FirstName:| | Middle Name: | | Last Name: | |
i [ e |

| Facility Name: |

| Bevery

Sheridan BS
Add New
Beverly Hopper N n
Right-click menu Edit
Chris Dunaway .
Delete
Cindy Wallace .
General Information
Donna Simon 3
Personal Information
Edward Jordan RP Organittions
John Penix Groups
Keith Wayne Peek KP TOrT20mM
Kim Mclaurin 01/1172011
Kristen Sorrell 01/11201
Kurt Scott 13/09/2011
LSU BMC Nursing Supervisor Washington St. Tammany Req. Med Ctr 01/12/2011
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Addresses [ 7aa ]
—— Sy

P oo

9857306775 Work

9855167668 Cet You can Add a new telephone number
Check foraccuracy or email address, editan existing one,
and DushessCol or remove an existing one

~———

9857506393

a. From this view, you can add, edit, or remove contact information.

5. Checking this for every person associated with your facility ensures that notifications
and messages can get to the right people when needed during incidents and events.

Please refer to the “MasterGuide-v8” document available for download at this site:

ESF 8 Document Portal

This document contains valuable tips on what types of Position Titles need to be
associated with Persons at your facility, how to ensure that each Person has the right
contact information, and others.
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Updating Your Hospital's Status

1. Login to the ESF 8 Portal application. If you have rights to edit the status of your
hospital’s resources, you will see either Resource Management (ED) or Resource
Management (LERN) in your single sign-on box. Click on the appropriate link.

2. Once you click on the right Resource Management link, the screen will open up to
the dashboard view for Tier 1 Hospitals in your region (known as the ESF 8 >ED
view):

Refreshed On: 11/29/2011 3:25:40 PM

O 1 YES 0 0 0 0 0

Hood Memorial Hospital OPEN OPEN GREEN

[] Lakeview Regional Medical Center 1 YES OPEN OPEN ~ GREEN 0 0 0 1 0
[] Laliie Kemp Medical Center 1
Louisiana Medical Center and Heart Hospital, no peds, no ob, no psych services. no
| Lc 1 NO OFEN OFEN GREEN 0 0 0 o = gasiro, no urology, no vascular today
[[] North Oaks Medical Center 1 - - -
D Ochsner Medical Center - Northshore 1 YES OPEN OPEN GREEN 0 o o o o
[T Riverside Medical Center 1 - - - - -
D Slidell Memorial Hospital 1 YES OPEN OPEN GREEN 0 o 0 1 0 NO NEUROSURGERY AVAILABLE
D St. Helena Parish Hospital 1 YES OPEN OPEN GREEN 0 ] o o 0
[] st.Tammany Parish Hospital 1 YES OPEN OPEN GREEN 0 0 0 0o 0
D Washington $t. Tammany Reg. Med Cir 1

This pencil icon indicates you have rights
to edit the status of this hospital

a. Asnoted, there will be a pencil icon next to your hospital’s name indicating
that you have rights to edit the status cells in this view.

b. Ifthere is no icon, talk to your supervisor or the hospital’s Facility Point of
Contact to get the necessary permissions.

3. You have two options for updating the hospital’s status:

a. Click the pencil icon, or
b. Double-click inside any one of the cells which you want to update.
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4. Clicking the pencil icon opens up another page that allows you to edit all status
items at once:

Washington St. Tammany Reg. Med Ctr B4
Decon Team Available Ops Status
Statuses OYes O No ’ Statuses O Evacuation-Full O Closed
() Evacuation-Partial () Open
Comment (O Partially Closed
Comment
ED Status ED Wait Time
Statuses (O Evacuation-Partial () Evacuation-Full Statuses QO pefault1 O O purple
(O Limited Diversion () Closed (O Red O Black () Green
O open Comment
Comment
M/S Holds Tele Holds
Value Value
Comment Comment
ICU Holds Psych Holds
Value Value
Comment Comment
Additional Hospital Holds
Value
Comment
Facility Comment
Comment
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5. You can update any or all of the items as needed. Once you've completed the
update, click the “Save” button and your changes will be reflected in the
dashboard view.

ED - State Wide

Refreshed On: 11/29/2011 3:45:04 PM

~ Region 9 Tier | Team | OFS iy ds ych [ o pita
Available|
O 0 0 0 0 0

Hood Memorial Hospital 1 YES OPEN OPEN GREEN

D Lakeview Regional Medical Center 1 YES OPEN OPEN GREEN [} 0 [} 1 [}
[7] Laliie Kemp Medical Center 1
Lovisiana Medical Center and Heart Hospital, no peds, no ob, no psych services. no
O e 1 NO OPEN  OPEN  GREEN 0 0 0 0 0 o raeeloroiaT
[] North Oaks Medical Center 1 - - - - - - -
D Ochsner Medical Center - Northshore 1 YES OPEN OPEN GREEN 0 [} 0 0o o
[] Riverside Medical Center 1 - - - - - - -
[] slidell Memorial Hospital 1 YES OPEN OPEN GREEN 0 0 0 1 0 NO NEUROSURGERY AVAILABLE
D St. Helena Parish Hospital 1 YES OPEN OPEN GREEN 0 0 0 0 0
D St. Tammany Parish Hospital 1 YES OPEN OPEN GREEN [} [} [} [} [}
f} D ‘Washington $t. Tammany Reg. Med Cir 1 YES | OPEN OPEN GREEN 1 1 3 5 Y 0 All operations normal

Status changes reflected with comments /

6. Double-clicking inside one of the cells opens that cell up for editing:
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RuNning a Report in Resource Management

One of the more useful features of the new ESF 8 system is the ease with which you can run
reports about your facility’s activities. In this Quick Step, we'll look at how to produce a
report in the Resource Management application. Many of the steps outlined are applicable in
all of the reporting sections of each ESF 8 module.

1. After logging in and navigating to the Resource Management module, you have

access to Reports regardless of which view you choose. In this example we will start

from the LERN view.

: » RESOURCE

MANAGEMENT

Notifications: (Click on Notification Box to View Messages)

ESF8 LERN ADMIN BED POLL REPQRTS
LY
Trauma - State Widg ESF8
Region 9 » ED
Refreshed On: » Behavioral
uﬁ- » Specialty
[] North Daks Meq * Rehab
[] st.TamnanyPq * LTAC
[] Hood Memv-ial| * EMS
[] Lakeview Region." Medical Center 4 YES
[] Laliie Kemp Medical Cem.. 4 YFS __=YES
— —
D ::L:;?;fxlﬁgadlcul Center and Heart 4 YES YES
[] Ochsner Medical Center - Northshore ~ 4 YES YES
[] Riverside Medical Center 4 YES NO
[] siidel Memorial Hospital 4 YES YES
D St. Helena Parish Hospital 4 YES
d D Washington St. Tammany Reg. Med Cir 4 YES YES

YES

LERN
» Trauma

YES NO ~ YES YES
YES YES
YES YES YES
NO YES YES YES
NO NO YES YES
YES NO YES YES
N N N YES

YES

YES

LERN Trauma to start with.

2. Since we are interested in running a report about LERN status items, we’ll choose
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3. After clicking on Trauma, you will be presented with the following screen. You

choose what report you want to run by clicking on the button on the left side of the
screen:

Notifications: (Click on Notification Box to View Messages)

: ™ RESOURCE

MANAGEMENT oy

ESF8 LERN ADMIN BED POLL REPORTS
A~
Status Summary ESF8 LERN
> ED » Trauma
LoD UL » Behavioral
» Specialt:
Facility Frequency Choose the report . i
‘F- you want from this * Rehab
Reason Detail list » LTAC
I » EMS
Reason Summary

Hold Types Detail

Status Snapshot

4. Once you choose your report, you will be presented with dialogue boxes that allow

you to set your report criteria. You can set the date and time ranges you want along
with the exact service and status condition. You will note that you can only report
on those hospitals to which you are associated.

Notifications: (Click on Notification Box to View Messages) L -] ) [7)
4> RESOURCE » .5 9 9

e Surveys Alerts User Links Contact Us  Help  Log Oy
MANAGENEN s Welcome! Logged in as: Edward Jordan

ESF8 LERN ADMIN BED POLL REPORTS

Status Detail

Start Date : E Start Time : 00:00 % | (D)
- Generate Report
End Date : E End time : 00:00 % | (D)

Facility Frequency

lew Type : | Fixed v] ReporeTyPe " Region-wide v|
Reason Detail

View : Hospitals : Select Service Types
Reason Summary [ an

Hold Types Detail

status Snapshot

Your hospital will be listed here once you click
on your Region to the left. If you are
associated with multiple facilities, you can
choose any or all of the regions and facilities
associated to you.
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5. Once you have selected your hospital, click the Select Service Types button:

6. Once you've selected your service types, you are now ready to generate your report

Select Service Types

(@) [¥] Gen Surgery, Regid
(&) [v] Ortho Surgery, Region 9
() [¥] Neuro Surgery, Region 8
& -
(88 [¥] No

@) [V] Yes

Service Type List

Once you click on Service Type,
you can choose any or all service
types and any or all status "states".
In this example, we are choosing
everything by clicking the box at the
top.

() [] Icu, Region 8

(@) [¥] ED, Region 9
(ae) [V] Peds Trauma, Region 9

(ae) [¥] OB Trauma, Region 9

Once you have made
your selections, click OK.

by clicking the “Generate Report” button:

Y
£} RESOURCE

[ ——

ESF8

Status Summary

Status Detail

LERN

Facility Frequency

Reason Detail

Reason Summary

Hold Types Detail

Status Snapshot

Notifications: (Click on Notification Box to View Messages)

ADMIN BED POLL

REPORTS

Status Summary for LERN, Trauma

Start Date : (12/1/11
End Date : |12/4/11

View Type : [leed
View :

[ an
Region 9

[i5] Start Time : 00:00 % | (D)

[i5] End time : 00:00 4| (D)
,] Report Type : [Reglon-wlde
Hospitals :
[v] ANl

Washington St. Tammany Reg. Med Ctr, Region 9

| & & & © ©
Surveys Alerts User Links Contact Us  Help  Log Out
Welcome! Logged in as: Edward Jordan
N

Click here to
generate
your report

Generate Report

Select Service Types

v CT, Region 9

v Gen Surgery, Region 9
v Ortho Surgery, Region 9
v Neuro Surgery, Region 9
v ICU, Region 9

v ED, Region 9

v Peds Trauma, Region 9

v OB Trauma, Region 9
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Your report will open in a new window displaying the results of your selections:

7N Notifications: (Click on Notification Box to View Messages) | & %‘ ) ® ©
(&) RESOURCE Surveys Alerts User Links Contact Us Help  Log Out
- IHNAGENENT st Welcome! Logged in as: Edward Jordan
ESF8 | Report Vi =
T
HO @ €| 1 ofapages | D M || H
Status Detal 4 Status Summary Report By R 1
Facility Fred > Region 9
Reason Det ‘ .
If you are associated RESO urce Status Summary Report
seosonsol| | witn muttple facies w ¥ Management |
and selected them in 3
Hold Types your report definition, Start Date: 12/1/11 12:00:00 AM -06:00 Your date and time criteria shown here End Date: 12/4/11 12:00:00 AM -06:01
you can click on links
Status Snap) shown here to go from | selected Facilities: Washington St. Tammany Reg. Med Cir
one facility to another.

Service Type : CT | Service types and data shown here

Status s(:::) Total Hours (%)
~ 0 0%
No 00:00:00 0%
Yes 71:59:49 100.01%

® No
@ Yes

Service Type : ED

8. Once you have generated your report, you have several output options from the
reporting window:

VW@ K <

4 Status Summary Report By R

» Region 9

You can also print
the report from here

1 ofspeses | > M=l ] =

‘Acrobat (PDF) file

CSV (comma delimited)
Excel 97-2003

Rich Text Format

TIFF file
Web Archive

You can output to an Adobe PDF, a CSV file
(readable by Excel or other databases), a
native Excel file, a rich text format (readable
by Word), or a picture file (TIFF)

Start Date: 12/1/2011 12:00:00 AM

Summary Report

End Date: 12/4/2011 12:00:00 AM

| selected Facilifies: Washington St. Tammany Reg. Med Cir

Service Type : CT

00:00:00
71:59:52

0%

Duration (in
Status Hrs:Mins:Sec) Total Hours (%)
— 00:00:00 0%
No 00:00:00 0% ®-
Yes 71:59:49 100.01% oo
® ves
Service Type : ED
Duration (in
Status Hrs:Mins:Sec) Total Hours (%)
00:00:00 0%
°-
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9.

If you would rather have your data in a flat file from which you can make your own
charts and pivot tables, you can select the Status Detail report. Selecting this report
will save your region and hospital selection, but you will have to re-select your
Service items. Once you've completed this step, you can click the Excel button.

Start Date : |12/1/2011 | Start Time : 00:00 3| 0) —
Status Detail - Generate Report | Xz
End Date : T

ESF8 LERN ADMIN BED POLL REPORTS

Status Summary Status Detail for LERN, Trauma

Click the Excel

- ) button when you
12/4/2011 End time : 00:00.3 (D T are ready to eIport
Facility Frequency —
View Type : [Fea = your report.
Reason Detail
Reason Summary ] an All

Region 9 Washington St. Tammany Reg. Med Ctr, Region 9 %
Hold Types Detail

v CT, Region 9

Status Snapshot v Gen Surgery, Region 9

v Ortho Surgery, Region 9

v Neuro Surgery, Region 9

v ICU, Region 9

v ED, Region 9

Vv Peds Trauma, Region 9

v OB Trauma, Region 9

10. When clicked, you will be asked to save your file. Pick a location and click Save.

2 Save As B
% [1% Libraries » Documents » Boskmarks + [42 ][ Search Bookmars 5| | € ResourceManagement ‘
Organize v New folder g= v @ -
MA Test £ Resource Management - ..
- o i : <
¢ Favorites Documents library Amangeby: Folder > | & & >
B Desktop ~ Bookmarks Surveys Alerts User Links Contact
g I B G0 Date modified Type Welcome! Logged in as: Edward
8 Downloads P
| Recent Places Mo items match your search,

Purchasing and Procurement
| 2011-TropicalDisturbance-Sepl
5 Documents

¥ Dropbox

9 Libraries
% Documents

1| My Documents

Name your file and click save

Arcals
Bookmarks
| Camtasia Studio 9] y
—
File name: -
Save as type: | Excel files -

~ Hide Folders Save
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11. Once saved, you can open your report in Excel and create your own summaries,
charts and pivot tables.

12.In any report, in any module, if you see the Excel button on the Report page, you can
export your data in this format.

13. The reports module works the same way regardless of your view or whether you
are in Messaging or Resource Management

14. We will continue to increase the number of report options available in the near
term.

4] A "B [ ¢ Jb E F G [ H I T I
1 Facility Name Region Parish Tier | Service Type |Status Start Date End Date
5 | Washington St. Tammany Reg. Med Ctr [Region 8 [Washington| 4 T Yes [12/1/201112:00:00 &M | 12/1/2011 4:06:53 AM
3 | Washington St. Tammany Reg. Med Ctr [Region 9 [Washington| 4 cT Yes | 12/1/2011 4:06:54 AM | 12/1/2011 3:58:44 PM
4 | Washington St. Tammany Reg. Med Ctr [Region 8 |Washington| 4 cr Yes | 12/1/2011 3:58:54 PM | 12/4/2011 12:00:00 AM
5 | Washington St Tammany Reg. Med Ctr [Region 8 [Washington| 4 ED Yes | 12/1/2011 4:06:54 &M | 12/1/2011 3:58:48 P
§  Washington St. Tammany Reg. Med Ctr [Region 9 [Washington| 4 ED Yes [12/1/201112:00:00 AM | 12/1/2011 4:06:54 AM
7 | Washington St. Tammany Reg. Med Ctr [Region 8 |Washington| 4 ED Yes | 12/1/2011 3:58:56 PM | 12/4/2011 12:00:00 &AM
g | Washington St. Tammany Reg. Med Ctr [Region 8 [Washington| 4 | GenSurgery | Yes |12/1/201112:00:00 &M | 12/1/2011 4:06:53 AM Your data is now
g | Washington St. Tammany Reg. Med Ctr [Region 9 [Washington| 4 | Gen Surgery | Yes 12/1/2011 4:06:54 AM | 12/1/2011 3:58:45 PM in a flat file
40| Washington St. Tammany Reg. Med Ctr |Region 3| Washington| 4 | GenSurgery | Yes | 12/1/2011 358555 Pl |12/4/2011 1200:00 Al suitable for more
in-depth analysis
11 | Washington St Tammany Reg. Med Ctr |Region 8 |Washington| 4 ] Yes [12/1/201112:00:00 &M | 12/1/2011 4:06:54 Al
12 Washington St. Tammany Reg. Med Ctr | Region 9| Washington| 4 [[=1] Yes | 12/1/2011 4:06:54 AM | 12/1/2011 3:58:46 PM
13 | Washington St. Tammany Reg. Med Ctr |Region 8 |Washington| 4 Icu Yes | 12/1/2011 3:58:56 PM | 12/4/2011 12:00:00 &AM
14 | Washington St Tammany Reg. Med Ctr [Region 8 [Washington| 4 |Neuro Surgery| - | 12/1/2011 4:06:54 AM | 12/1/2011 3:55:46 P
15 Washington St. Tammany Reg. Med Ctr | Region 9| Washington| 4 |Neuro Surgery| - 12/1/2011 12:00:00 AM | 12/1/2011 4:06:54 AM
15 | Washington St. Tammany Reg. Med Ctr [Region 8 |Washington| 4 |Neuro Surgery| - | 12/1/2011 3:58:56 PM |12/4/2011 12:00:00 AM
17 | Washington St. Tammany Reg. Med Ctr [Region 8 [Washington| 4 | OB Trauma - | 12/1/2011 4.06:58 &M | 12/1/2011 3:58:49 P
1g Washington St. Tammany Reg. Med Ctr | Region 9| Washington| 4 0B Trauma - |12/1/2011 12:00:00 AM | 12/1/2011 4:06:54 AM
1g | Washington St. Tammany Reg. Med Ctr [Region 8 |Washington| 4 | OBTrauma | - | 12/1/2011 35857 PM |12/4/201112:00:00 AM
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Quickstep

: What the Different Reports Mean

Report Name

Content

Status
Summary

For the date and time period selected, this report shows the number of
hours and percent of total the facility had a particular status, by Service
Type. This report has two “modes”: region-wide and facility-wide. The
Region-Wide mode aggregates all data for facilities in the region. The
Facility Wide mode shows only data for your facility. Running both
allows you to compare your facility to the Region as a whole.

Status Detail

This report organizes the data from the Status Summary in more detail,
giving the duration of each status, by Service Type, for the time/date
period chosen. Each Service Type is a separate page.

It shows the start date/time for each status change, and it contains no
data summaries or charts. It This report allows an export of raw data to
Excel.

Facility
Frequency

This reports shows the number of times, summarized by date, the facility
updated any status item.

Reason Detail

This report will allow you to select Service Types only if you have the
reason feature enabled for a Service Type or a particular status. Reasons
are structure lists of descriptors about a particular status. For example,
the software could be configured to ask for a reason if a facility indicated
its CT was unavailable. The reason is picked from a list defined by the
region.

Reason This report is not functional at this time. Calculation issues are being
Summary addressed.
This report lists the number of bed holds by type and the duration of
Hold Types . . : . .
. each, in reverse chronological order. This report is available as an Excel
Detail '
flat file.
This report exports to Excel and shows by Service Type, the reason,
Status comments and last update date in a tabular format. It also contains the
Snapshot facility name, region, parish and tier for multi-facility analysis. If the last

update was several days before the date chosen, it will display that date.
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Updating a Bed Paoll

Purpose

The ability to gather hospital bed availability is a cornerstone of both the state’s
emergency management plan and participation in the federal Hospital Preparedness
Program grant.

Prior to the Resource Management application, bed polls during emergencies were
conducted using EMSTAT. Some regions used the Bed Poll function of EMResource on a
daily basis outside of declared emergencies.

With the cessation of EMResource, bed polls can now be obtained in either EMSTAT or
Resource Management. The database between these two applications for this function is
the same. This integration allows the following:

1. Bed types chosen in EMSTAT are reflected in the Resource Management Bed Poll
2. Census reports given in either application are reflected in the other
a. Inadeclared event, a facility can give a census report in either EMSTAT or
Resource Management

Protocol

The provision of a bed poll in Resource Management follows the same user interface
practices as in regular status updates:
1. Clicking the “pencil” icon next to your facility name opens up your entire listing of

bed types for editing
2. Double-clicking inside of a particular bed type cell opens that bed type up for
editing

Based on user feedback, the display of the Bed Poll differs somewhat from that
presented in EMSTAT. The Resource Management Bed Poll display uses a basic
framework of the HHS bed type groupings:

1. Medical-Surgical 5. Pediatric ICU

2. Burn 6. Negative Flow Isolation
3. Pediatrics 7. Operating Rooms

4. AdultICU 8. Psychiatric
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The display in Resource Management differs from this basic HHS bed type organization

and consists of the following:

Adult ICU
Medical-Surgical
Telemetry
Neonatal ICU
Pediatric ICU

SANCS S S

Pediatrics

Psychiatric

Negative Flow [solation
Burn

© © N o

10. Operating Rooms

Although the EMSTAT bed types chosen by a facility remain the same, the display on the
Bed Poll dashboard follows these logical groupings:

1. Medical-Surgical displays only that bed type. Telemetry beds, contained in that
bed type group, are displayed separately

2. Pediatric ICU and Neonatal ICU are displayed separately

3. The Pediatrics display shows only Pediatric Medical-Surgical bed data. Other bed
types such as Obstetrics or Nursery/Bassinet are not displayed in the dashboard

view.

These logical groupings provide a more useful display of the Bed Poll data.

The bottom line is that you report your bed availability data (staffed capacity and
census) by the bed types you've chosen in EMSTAT, and the Bed Poll dashboard displays

the logical groupings:

Capacity Census

Med/Surg: Pediatric 17 15
Obstetric/Delivery 1 5
Nursery/Bassinet 10 8

Logical
Group
| for Bed Poll
Dashoard

\ 4

Total Pediatric Bed
Availability of 10

—>

62 . . .
15 19 56

4
Total Pediatric Bed Availability of
2 reflects the Pediatric Med/Surg
availability.
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Updating the Bed Poll in Resource Management

As mentioned earlier, the update process for Bed Polls follows the same user interface
practices as in regular status updates:
1. Clicking the “pencil” icon next to your facility name opens up your entire listing of

bed types for editing
2. Double-clicking inside of a particular bed type cell opens that bed type up for
editing

Here’s a display of a typical user’s view showing the pencil icon:

(@ Regony

Cypress Pointe Surgical Hospital
Hood Memorial Hospital
Lakeview Regional Medical Center
i‘ Lallie Kemp Medical Center
Louisiana Medical Center and Heart Hosp, LLC
North Oaks Medical Center
! Ochsner Medical Center - Northshore
" Riverside Medical Center
! Slidell Memorial Hospital
" st. Helena Parish Hospital
St. Tammany Parish Hospital
Washington St. Tammany Reg. Med Cir

Clicking on the icon opens up the entire bed type listing for editing:

Lallie Kemp Medical Center |4

AdultiCU MedicalSurgical

Capacity Census Capacity Census
ICU: Adult | 4 H 0 Med/Surg: Adult | 21 H 10

OperatingRooms
Capacity Census
Operating Rooms | 2 H 0 ‘

=N
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When your edits are complete, click the “Save” button:

Lallie Kemp Medical Center |4

AdultiCU Medical Surgical

Capacity Census Capacity Census
ICU: Adult | 4 H 0 | Med/Surg: Adult ‘ 21 H 10

OperatingRooms

Capacity Census
Operating Rooms | 2 || 0 |

Click the Save button | ————————» m

The resulting dashboard display shows your edits along with the date and time the
updates were entered:

(O Wevons | Aaucy [ edcasuicol | Telmery | Weonaa 10| edacct | —Fedatics | oo SIS tin | Oprcingtooms |
Cypress Pointe Surgical Hospital 0 6 - - - - - - - 3
Hood Memorial Hospital - 21

Lakeview Regional Medical Center
@ Lallie Kemp Medical Center
Lovisiana Medical Center and Heart Hosp, LLC

) 10 - -
| Last Updated On: Monday, January 16,. 2012 at 9:07 am I

North Oaks Medical Center

Ochsner Medical Center - Northshore
Riverside Medical Center

slidell Memorial Hospital

St. Helena Parish Hospital - 20

N o N o e ao
~
e o N~N-=NoOo !

st. Tammany Parish Hospital n - 7
Washington St. Tammany Reg. Med Cir 2 = = = 14 4 2

N oo

Double-clicking on any cell with a bed type chosen in EMSTAT gives the following edit
window:

Lallie Kemp Medical Center B4

MedicalSurgical

Capacity Census We double-clicked on the MedicalSurgical
Med/Surg: Adult (51 |[ 10 | cell in the dashboard display.
sy SIS

Once finished updating, click “Save” and the current date and time will show for that bed
type cell.
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SECTION 5 SURVEYS
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Responding to a Survey Reguest

1. ESF 8 now has a powerful survey tool that is integrated into the ESF 8 Portal. This
new application has the following features:
a. Itallows many users to create a survey and distribute it to others as their
permissions and roles allow.
b. The survey application has powerful question and survey design tools so
that very complex survey questions can easily be designed.
c. Itisintegrated with the Messaging application, which is used to distribute
the notifications to end users.
i. The Notification is delivered via email and contains the link to start
the survey.
d. Users can stop and start answering on longer surveys.
e. Other users in your facility can participate in providing answers to sections
of a large survey.
2. The process starts with an email from the Messaging module:
o el oy e TSRt ] e e e
The following is a from Louisi State ESF 8: 5

Hello, We have published the survey 'Test Survey 2'. Please use the URI https://esf8. dhh la gow/survey/Survey/AnswerSurvey/26a30f2e-9270-4cdf-bae5-
2d1658c9e174 to access the survey. Please call us (225) 342-3417 if you have any questions. Thanks, Hey

If you have received this notification in error, please reply to:

You will receive a notification
email from Henry Yennie with a

biznry ey dla o link to the Survey.
Click the link to start answering!
NOTE: If you did not receive an email and believe you should be completing the survey,

talk to your Facility Point of Contact and request the following:

Make sure that you have a user account

Make sure that you have access to the Survey application as a Survey User.

Once this is complete, you can have the link forwarded to you. When you click the
link and login you will be associated with the survey.
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3. Clicking on the link in the email will bring you to the login screen for the ESF 8

portal:

DEPARTMENT OF HEALTH & HOSPITALS

STATE OF LOUISIANA

Username:

Password:

N

Change Password using your secu uestions

Need help with your password?

s,

Resource

Em,
‘\“a\‘ e,',

00 oA

4 A LOUISIANA

w v EMERGENCY RESPONSE NETWORK

Log in with your ESF 8 Portal
account information

‘6,
¢/ Management

Reset your password using your email.

a.
Survey page.

If you are already logged in to the Portal, you will be taken directly to the

4. Once you click the link (and log in if necessary), you will be directed to the first page
of the survey. Here you will probably find instructions on how to proceed along with
the first section of the survey. You can also access this survey by logging in to the

Survey application and clicking on My Surveys.

#4§ SURVEY

Manage Survey ~ Analyze

Introduction

Bed Poll Configuration in Resou

Each section of the
survey can be quickly
accessed by clicking
on the Section name

rce Manag
+ Introductic Section Completed -

Read the
instructions if any..
You can begin
answering questions!

o © 0\
Contact Help Logout

Welcomel Logged in as:Henry Yennie

Admin | My Surveys

59 Test Survey 2

1. Introduction

This section is for the overall introduction to the survey along with general instructions on how to complete.

y c uratic ourc ! Section Completed -

1. Bed Poll Configuration Options

Several users and regions have submitted a request change the Bed Poll view in Resource Management. Specifically, they have asked that some of the dashboard bed categories be
changed to make the underiying information mare meaningful. Speciically, they have ssked for the following:
1. The "Pediatric” beds show only pediatric med-surg beds. Other pediatric bed types such as O/B or others will still be reported, but only the Peds Med-Surge beds will remain.
2. Move the "Burn” bed column to the "Other Isolation Beds" column, and don't display "Other Isolation” beds.
3. Split out Telemetry beds from the Med-Surg category and show in the column vacated by Burn beds.

The purpose of this survey is to get your opinions on this arrangement and determine if any other changes to the Bed Poll view will be requested.

2. Do you agree with moving the Burn column to the Other Isolation column?

3. Do you agree with splitting out Telemetry beds from Med-Surg beds and displaying them in the original Burn column?

(Oves (ONo
|

[ 4. Do you agree with displaying only Pediatric Med-Surg beds in the Pediatric column?
All Rights Reserved. © Survey 2011
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5. Once you start answering questions, you have several options:

a. You can click “Next” or “Previous” on large surveys. Your work on the current
page of questions will automatically be saved.

b. You can click “Save” and then “Close” to exit the survey with your work in
progress saved. When you re-open the survey, your answers will still be there.

c. You can click “Close”. This will close the survey and bring you back to a “My
Surveys”, and your answers will be saved. When you re-open the survey, you
can start in any section that is not completed.

Section Completed

1. Bed Poll Configuration Options

Several users and regions have submitted a request change the Bed Poll view in Resource Management. Specifically, they have asked that some of the dashboard bed categories be
changed to make the underlying information more meaningful. Specifically, they have asked for the following:

1. The "Pediatric" beds show only pediatric med-surg beds. Other pediatric bed types such as O/B or others will still be reported, but only the Peds Med-Surge beds will remain.
2. Move the "Burn" bed column to the "Other Isolation Beds" column, and don't display "Other Isolation" beds.
3. Split out Telemetry beds from the Med-Surg category and show in the column vacated by Burn beds.

The purpose of this survey is to get your opinions on this arrangement and determine if any other changes to the Bed Poll view will be requested.

2. Do you agree with moving the Burn column to the Other Isolation column?

@Yes _No

3. Do you a ) urg beds and displaying them in the original Burn column?
If this were a large survey, you
. could click the Next and Previous

buttons, and your current work
would be saved automatically. the Pediatric column?

If you click Close
BEFORE Save,
none of your
answers are saved.

If you want to
return to finish it
later, click Save

If you are finished with the survey,

and then Close.

you click the Finish Survey button.

e —
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d. You can click “Finish”. However, if you have not clicked on “Section Complete”
at the top of each section, you will get the following message:

all introd The page at https://esf8.dhh.la.gov says:
‘ To finish survey you need to complete these sections
4 / “Bed Poll Configuration in Resource Management”.
Make sure all the section completed buttons are
checked
have su cally, t
rlying info :

You may get a similar message if you try to complete a section without answering all
of the questions.

Once you have completed answering the questions in a section, click the Section
Completed button on the section bar:

1. Bed Poll Configuration Options

Several users and regions have submitted a request change the Bed Poll view in Resource N
changed to make the underlying information more meaningful. Specifically, they have askec
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7. Once this is done, you can click “Finish”:

1. Introduction

I This section is for the overall introduction to the survey along with general instructions on how to complete.

2. Bed Poll Configuration in Resource Management

1. Bed Poll Configuration Options

Once clicked, the "Section Completed"
button disappears, telling you all
questions in that section have been
answered.

Several users and regions have submitted a r ly, they have asked that som

changed to make the underlying information

1. The "Pediatric" beds show only pediatric ill still be reported, but only t

2. Move the "Burn" bed column to the "Other Is;
3. Split out Telemetry beds from the Med-Surg catego

The purpose of this survey is to get your opinions on this arrangement and determine if any other changes to the Bed Poll view will be requeste

2. Do you agree with moving the Burn column to the Other Isolation column?

@®ves (No

3. Do you agree with splitting out Telemetry beds from Med-Surg beds and displaying them in the original Burn column?

®yves (No

V4 Once all sections have been
completed, you can click "Finish" and
exit the survey.

4. Do you agree with displaying only Pediatric Med-Surg beds

®Yes (No

Note: Next and Previous buttons save the current page data automatically m
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W=/ Portal

8. “Finish” will bring you to a confirmation page indicating whether or not your survey
completed successfully. You can then click the “Go to My Surveys” button to work on
other surveys or log out of the application.

[4]

#§ SURVEY

Manage Survey ~ Analyze Admin My Surveys

Thanks You, Your Survey completed Successfully.

You can go back to your My
Surveys page to work on other
surveys if needed.

9. When you click “Finish Survey”, you will be brought to a page where you can go back
to your “My Surveys” page or review your responses.

Thanks You, Your Survey completed Successfully.

When you click "Finish Survey", you will be brought
to this page where you can go back to your survey
page or view your responses to this one.
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Printing and Saving Your Survey Response

Once you complete your survey, you can go back to view your responses and print out the
survey for future reference. The first step is to log in to the Portal and click on Survey. This will

bring you to your “My Surveys” page:

) @) ©

@
F--93
+ SURVEY After you have completed your survey, |

—
you can go to My Surveys and click on  |RSEIS
the "Survey Response" button

Manage Survey ~ Analyze Admin My Surveys

N
My Surveys
Test Survey for Printing Test of Printing 0210612012 02/07/2012 Completed Completed [ survey Response |

Region 2 Test HVA Survey Region 2 Test HVA Survey 02/04/2012 021112012 m m No Permission

oW« [1] »om Displaying items 1- 2 of 2

Once there, you can click on the “Survey Response” button for the survey you want to print. This
will open the survey for viewing. At the bottom of the page will be a “Print” button. You can click

this to bring up your computer’s print dialogue.

[~
e2e & © O
] SURVEY Contoct  mep  Loos

=
Welcome! Logged in as:Henry Yenni

Manage Survey ~ Analyze Admin My Surveys

Y
X,

Eey— Test Survey for Printing Lt
1. Rate your ion along several with fast food places. Use the following rating scale: 1 = Terrible 2 = Not so good 3 = OK 4 = Outstanding
Service Time Quality Freshness Courtesy
Sonic 3 3 3 3
McDonald's | 2 2 2 4
Burger King | 2

Canes 4 Once you click on the "Survey Response"
jl button, you will have the option to print your

survey. If you have Adobe installed as a
printer, you can print to a PDF file and save
the document for future reference. =
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In this dialogue, you can select the printer, number of copies, etc. Your options here are your
normal print options. If you have Adobe Acrobat installed, you may have an option to select
Adobe PDF as a printer, or you may be able to save the output as a PDF:

\dmin My Surveys
e O O https://esf8qa.dhh.la.gov/Survey/Survey/PrintSurvey 8 p*

‘ 1 3
Test Su rvey Printer: | HP Color LaserJet CP4005 v

Presets: | Default Settings

[

Copies: ' 1

Some users can choose PDF

1. Rate your satisfaction along several dimensions| Pages: All R as a printer option in the
printer selection area

Service Time E

Sonic 3 3 B P ——
R | McDonald's | 2 2 ]
Burger King | 2 4 —
Canes 4 4 —

If you have Adobe Acrobat
installed, you can print or
save to a PDF format.

Fﬂ

‘ ¢ | 4 ] 1lofl > F

(?2) | PDF v | | Show Details | | Cancel Print
Open PDF in Preview
Save as PDF...
Save as PostScript...
Fax PDF...
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Troubleshooting Access to the Survey Module

The ESF 8 Survey module will be used more frequently in the coming weeks and
months as several major HPP grant surveys and regional projects are deployed with
this tool. Recent fixes to the Survey module have enabled the following features:
a. Users that are selected and messaged by the survey creator can now see their
surveys under “My Surveys” in the Survey Module and by clicking the Survey
icon in Resource Management:

From the Survey Module: My Surveys

#§ SURVEY

Your surveys are listed
here when you enter the
Survey module

My Surveys

My Surveys
Region 9 Test Survey Region 9 Test Survey 01/26/2012 01/27/2012 Completed

ESF 8 Portal Satisfaction Survey ESF 8 Portal Satisfaction Survey 1 01/03/2012 01/3112012 m

Resource Management - Clicking the Survey Button

f‘*\ Notifications: (Click on Notification Box to View Messages) l
£} RESOURCE surdlys 4
~..‘/ IANAGEMENT o
Welcome!
ESF8 LERN ADMIN BED POLL REPORTS Click here to see and
=) access your surveys
ED - State Wide [
Region 9
Refreshed On: 1/27/12 6:48:48 AM -06:00
m A L ____________Region9 T 10ps Statusl ED Stah 2 WO |\ /s HoldslTele Holdslicu Holdsl (SYSY | Hospital |]
r~ira LTier | Team lope Sigtud £D sigtue | B2 A | Iy Holds |

Resource Management - The survey window

Active Surveys

1/3/12 1/31/12

Logo | Survey Name

F 8 Portal Satisfacti N e
me [E5F 8 Portal Satisfaction 12:00:00 AM  12:00:00 AM  ESF 8 Portal Satisfaction Surve ESF 8 Portal Satisfaction Survey 1

Survey -06:00 -06:00

Click to access the survey
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2. One of the most frequent causes of user errors in the Survey module is that the user
receiving the survey request does not have the proper access to the Survey module.

This lack of access can occur for two reasons:
a. The user was never given access to the Survey module when their account

was created
b. The user was given access to the Survey module, but no roles or permissions

were assigned during the account creation process.

The purpose of this guide is to outline the method to ensure your organization’s users have
the right kind of access to the Survey module to avoid these common errors.

This process starts with the Security Module:

1. Open the Security Management module and click on Users. This will display the
persons in your facility along with account options listed to the right:

# SECURITY

el
PERSON| Uis{%
Search Criteria

First Name: ‘ Middle Name: | ‘ Last Name: ‘ |

\
Email: ‘ ‘ Phone: | ‘ Username: ‘ | m
\

You can access user
account features in
this menu

Facility Name:

Beverly Sheridan BS 2711022011
Beverly Hopper 01/12/2011

Chris Dunaway 06/12/2011

| Cindy Wallace 25/01/2012

Donna Simon 13/08/2011

09/05/2011 pprasadravi

Edward Jordan RP

2. Highlight a user and click on “Applications and Roles”:

Links

271102011

Sheridan

Beverly

Beverly Hopper 011122011

Chris Dunaway 06/12/2011

Cindy Wallace 2501/

|
| Donna Simon 13/09/2011
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3. In this listing of applications assigned to the user, check first to see that the Security
Module is listed:

First Name: Beverly | Middle Name: | Last Name: Sheridan

Personal Information

Applications Associate m
Organizations

it R —— e e——
Messaging Messaging
Public Accounts
Resource Management (ED) RM ED
Domain Accounts Resource Management (LERN) RM LERN
i s
Facilities Security Management SM
Survey _ Rvey
Regions

4. If the Survey module is not listed, click “Associate” and give the user access to the
application.

5. If the Survey module is present, highlight it by clicking once on it, and check to the
right to see if a role has been checked:

First Name: Beverly | Middle Name: | Last Name: Sheridan

MNeme o N Mvbrevation o X sl

Messaging Messaging
| Resource Management (ED) RM ED
Resource Management (LERN) RM LERN
Security Management SM
Survey Survey

6. Ifarole hasn’t been checked, click the “Survey User” check box and click “Save”. This
gives the user permission to access the module and respond to any surveys assigned
to that user.

7. Return to “Users” and check the next user! This should solve most of the errors about
accessing any surveys assigned to the user.
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